ADDING THE STATE OF NEBRASKA HOLIDAYS TO YOUR CALENDAR.

Network Services has received a file that adds the observed State of Nebraska holidays to your Outlook calendar.
This document will show you two (2) options to update your Outlook calendar.

OPTION 1: Installs all of the United States holidays that includes the State of Nebraska holidays through the
year 2012. (This option will install holidays such as, Mothers Day, Father Day, Flag Day, etc.)

OPTION 2:  Go to page 5. This option Installs only the 12 State of Nebraska holidays through the year 2012.

OPTION 1. The following instructions installs all of the United States holidays that includes the State of
Nebraska holidays through the year 2012.

Close Outlook and This action makes sure that Outlook will read the new holiday file.
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Click on the tab
“Categories” to sort
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Highlight all of the
events that have the
category name of
“Holiday”.

Be careful that you
only select “Holiday”,
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Then delete all of the
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From the Calendar
Options window click
on the Add
Holidays... button.
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By default the United
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the State of Nebraska
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OK to close the two
dialog boxes that are
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To change the View | Go Tools Acions
Current View back to
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If you have any questions or need help about this process please contact your Network Services, 1/0959.




OPTION 2. The following instructions installs the 12 State of Nebraska holidays through the year 2012.
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Be careful that you
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you might delete
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Note: You may not
have any Holiday
installed.

From Microsoft
Outlook click on the
Tools menu and then
click on Options.

From the Options
Window click on the
Calendar Options...
button.
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From the Calendar
Options window click
on the Add
Holidays... button.
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By default the United
States is selected.
Uncheck the box next
to the United States
and scroll up to State
of Nebraska. Select
State of Nebraska
and click on the OK
button.

This will import the
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into your Outlook
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are open.
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To change the View | Go Tools Acions
Current View back to

your original setting.
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If you have any questions or need help about this process please contact your Network Services, 1-0959.




